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CONFIDENTIAL

8 June 195L
MEMORANDUM FCR: Assistant Director for Personnel
FROM: Special Assistant for Career Service
SUBJECT ¢ Commendatory Letters to be Signed by the Director

25X1A

1l. Recently, at the request of- I ireiared for the 25X1A
Director!s signature a letter commending for
long and faithful service on the occasion of her retirement at age 65
from Government service. 25X1A

2. I -c1¢ ne that the Director was delighted to sign such
commendatory letters for all persons who are terminating their employment
in CTIA and retiring from Government service either for age or for dis-
ability, The Director feels that it is entirely proper and desirable for
him to signalize that event by a personal letter even though the employee
may have only had limited service with CIA, For example, an employee may
retire with only two years' service in CIA, although his total Government
service is much more extensive., The Director feels that in such a case
he would be acting for the U, S, Government as a whole as well as for CIA.

3. Figures furnished by the Employee Services Division show that
from 1 July 1953 through 31 May 195L (eleven months) eleven staff employees
and two staff agents were processed for retirement, This would indicate
25X1A a rate of not more than two letters per month which is within the frequency
range [ 216 would be acceptable,

25X1A L. pointed out that the Director does not propose to change

the policy on awards for longevity which is already established by Regulation
25X1A B - other words, he does not wish, as a general rule, to sign letters

commemorating ten years! service in the f:l.eld of intelligence, such as the

320 Wl;ich were prepared for General Smith's signature on a one-shot basis

in 1953
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5. Samples of letters signed by General Smith and Mr. Dulles can
be found in the ten-year letter file., While an over-all form-letter type
can be used, it is believed desirable, based on the experience in the

25X1A Hcase , to have a sentence or short paragraph personalized so that
1t relaves specifically to the individual concerned.

6. Tt is recommended that standard procedure be adopted so that the
Employee Services Division, in coordination with the operating component
involved, will prepare where appropriate a letter for the Director's sig-
nature in the case of each person who is retiring., The letter should be
processed at least a month prior to the effective date of retirement and
after signature transmitted to the head of the organizational component
for appropriate presentation.
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